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22 Samzax'y 1957
, CORFIDERTIAL

Bugrestion Ko. 1270

Dote of Buggestica: 11 Ogtobes 1954
25X1A Office of Operutions

A. Bumary of the Susaestion:

Sugeeater proposes the installaticn of an sutomatis underscoxe koy
oz all IBM Rlectramatic Lypewriters.

B. Evalustions of the Concerned Officcs:

Chief, Business Moohines Scrviec on 21 Jure 1956 mede the follow-
ing stetement:

7Al)l new machines sre equipped with sutomsiie underscore key. 014
wachines osn be equipped for a ¢ost of ebout $8.00 for ensch mechine.

“This is & good suggestion and ghould be followed up where the need
exiots.”

"Counents and evelustions received from DD/I, OCR snd 00 failed
to diselose that the suggestion hse either been edopted or that any
real benefit will be derived by the Agenay.

€. Rescmmendation of the IExeeutive Semvetary:
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23 January 1957

%

SECRET
Suggestion Now., 1513 and 2126

Date of Suggestion

25X1A | | DD/P/FE Division Budget Officer 0S-12

A, Swmmery of the Suggestiong
See peragraph one and two of the attachment.

B. Evaluation of the Concerned Offics:
Ses paragraphs 2,3, 4, and 5 of atiachment. s

C, Mrmor the Executive Secretory:

/ fisapproval
%
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16 Jammary 1957 |

MEMORANDUM FOR: Chief, Suggestion Awards Staff
FRONM: Chief, 0 & M Staff (LD/S)
SUBJECT: Prief of Suggestion Files No, 1513 and 2126

1. Suggester submitied his first recommendations in regard to

fravel Order Yorm and methed of preparation on 1 Pebruary 1955.
ically, he suggested (1) that the Travel Order Form be pre-

printed on ditto to insure sufficient coples, (2) that the form
be on legal alze peper to allow additional space under the Special
Provisions soction and (3) that the form be redesigned to allow
for ecasier s.erilization and additional space for Budget and Fiscal
use, File N>, 1513 was stalfad out and recelived the following com~
ments from tae indlcated offices:

a. Reccads and Services Division stated, by memorandum
of I Vovenber 1955, that tho suggestion as a whole would offex
a vgroat decl of lmprovement® in travel order procesaing and fore
mot, Thig statemmt was supported by roference to only the ease
of sterilization offected by the format. Exception was taken to
suggasterts indicziion of need for additionsl spece in the Speclal
Provisions Block, )

. be Memo bto IAS from| | Acting Compiroller,
dated 37 Novenber 1955 commented that the addition of a block for
certification of availability of funds by the budget officer would

. be worthwhile, but that others of the suggested additlons "would
~ not seem neceasary or applicable for a general travel form.”

. ¢, In a memorandum dated 3 March 1955, | |
Arsistent Menagement Officer, DI/S Area, recommended the adopticn
«f the suggestion for the reasons that it would eliminate the Re=
gquest for Advanoe Form, provide sufficient legible travel order
copies and elipdnate the preparation of the Request for Travel
Order Form., In addition, a savings estimate of $15,000 per year
wag indicated.

2, The suggester on 10 November 1956 submitted en additional
proposal (No. 2126) relative to Ho. 1513, which suggested the rub-
ber stamping of Requaest for Advance on the bottom or reverse of
Travel Orders. Commsnbta and evaluations were then solicited on
both suggestions,

. @ A memorandum for the Record, dated 17 Pebruaxy 1956,
signed by Chief, Forms Msnagement Bronoh, stated in reference to
Noe 1513, that in the opinion of the Branch, 12 copies of a
Travel Order ars sufficient for distribution, Central Processing
Branch requiring only 8§ coples and good Records Management
pecessitating only L copies for internal distribution.
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1513 and 2126 Con't.
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be | | Executive Officer, Office of
Persannel, in & memorandun dated 20 July 1955 expressed the following
opinions in regard to Suggestion No, 1513, While the suggested
revision of the Travel Order Form vas basically good, other chenges
than those proposed were desirabls because of subsequent changes in
statutory requirements and administrstive procedures, A ditto or
sinilar precess style of preparation would not be mre advantageous
from the cost standpoint and the 0ffice of Porsonnel ig not staffed
to assums the worklosd involved in performing the duplicating
service. An award was recommonded based on intangible benefits to
& limted number of individuale rosulting from more convenient
arrangemont and spacing of items on the T0 Form,

S, | | Technical Accounting Staff,
evaluatel Suggestion No, 2126 and recommendod its rejection as
impractical because it would create the following problems,

(1) Cause possible duplication of an advance
by confusion over which copy constitutes
an original spproval,

(2) Cause loss of control as to wien the
advance of funds would be granted in
relation to the acgtual travel time,

(3) Involve the very likely possibility
that information on the reverse sids
of & document will be overlooked.
Since the Request for Advance cone
stitutes o cortified document awnthorising
payment and becomes a disbursing record
andt recelpt for cash padd out, it is
irportant that this continue to be a
socparate document for the record,

d, EE Adwmin Officer, | | submitted an evaluation
of Ho. 1513 and 2126 dated X October 1956, his comments bascd on the
practices and procedures of that Division. EE Division prepares, by
electric typewriter, only ona set of orders (12 copies) which
gatisfles its requirements, These Travel Orders are prepared on a
centralizod basis in ths Budgst Section based on requests from other
corponenty of the Division. In the opinion of the Division, use of
pre«<printod ditto would involve more work than the present system,
roquiring additional equipment and porsonnel, The Divisgion nceds
no sdditionsl space under ®Spscial Provisions® and doos not require
a section on the form for budget offiser usz inasmuch as the present
form contains the necessary information and the TO number is used as
the cbligation reference. Morit was found in the recommendation to
facilitate forwarding to the field by elimination of words or
phurases requiring steriliszation and by provision for inclusion of
spane for psuedos, However, the Division is forw.rding copies of

M's tApEPGvﬂqﬂé'r Refarsdveesiers oposth R ETissdd ngosbeoverdoSery
substituting psuedoa for true names, Sﬁ:&ﬁi .’-
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&, | Assistant SSA~DD/S, it & memoraudum

%o the Executive Secrstary SAS dated 3 January 1957, stated that

Suggestion No. 1513 aould benefit only FE Division and would therefore
not appesr approprl te for Agencyewide adoption. [ | further
indicated that FE Vivision ls curremily in the process of centralizing
the issnance of Travel Orders in the BF Section and that this action

ghonld eliminste s requirement for more than 12 coples of the
Travel Order,

3. Cm 10 anuary 1957, | | prosently with
the Bullding PI mning Staff, formerly Assistanl Management Officer
DN/S Aves, protided the following information in regard to his
menorandum of , Mawch 1955 In which it was estimated that $15,000
in suvings wou d result if Suggesition No. 1513 were adopied, The
savings estin’se was bazed on the supposition that the proposed
travel order ors end precedure wuld be used on an Agenoy-wide
basis and th/¢ there was a need for more than 12 coplses of each
travel orde’. Inasmch ag] ] Assistent SS4-DD/S,
indlested Ik Wiz memorandum of 3 January 1957 that the suggestion
=would only oensfit FE Division, the estimste wes overstated. Fure
ther. sines[ ] also advised that FE Divlision is currently
gentralizing 1.5 issuance of Travel Orders to sliminate the nced
fox movre ithan (2 copies, that the entire sevings estimate was no
lovger y.levan .,

Yoo | Asgistant SSA-DD/S, advised on 1l
Jopmeary 1857 thid the centralization of Travel Order issuznces in
the BF Sectiom «I the FE Division was part of sn oversll cemntrali-

zosion of aduilndstrative functions in thet Division and wus not due

it any way to th: sugpesticns of [ |contained in SAS File
Ho, 15139

%, It is reiormonded, in view of the evaluations and comments
received concernd 7 Suggestions No. 1513 and 2126, that both be re-

Jested for reasson of lmpraeticality and laci of application to
Agency procedures,
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223 January 1357

SECRET

Suggesation Halg’ 2732

Date of Suggestions 11 January 1957
25X1A

Engineering Division Mech. Engincer GS«11
> Engineering Division Meech, Engineor G5~ 9

¥Ouds

Sae attached exhibli A,

B. Evaluation of the Concerned Offiecs:

See asttached.

C. Recomrmendatlon of the Executlve Secretarys

Approval. Totael cash awad of §125.00 to be divided
equally between the two suggesters. $100.00 for intangible
benafita (moderate-~locel) and $25 for tangible savings of
$436.00 (120 hours of GS=-12 683,64 per hour)

SECRET
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25X1A
10 Jamary 1957
'MEMORANDUM FOR: Executive Secretary, Buggestions
Avards Committee
25X1A SUBJECT 't Employee Suge-uai f 31w, gy by
| | |

1. It was suggested that an electric motor-driven
gate be installed at the service entrance of Building
25X1A | |" (Copy of suggestion attached; Exhibit
A-) A copy vas submitted under cover of a memoranhm
. dated 12 December 1956. (Cupy attached; Exhidbit B.)

2. The suggestion, at the time it was cubuutted
vas an entirely new idea. .

3. If the suggestion had been adopted, the most
importent benefits would have been derived by the Research
and Develorsent Laboratory, since it would have eliminated

wcrk stoppages of highly paid electronic engineers to

25X1A per and close the lomding gate at 25X1A
[ ] (8ee copy of memorandum from Chief, Research and
Development Laboratory attached; Exhibit C.)

] k. To adopt the suggestion, as submitted, would
have created an unguarded means of entrance to this .
building vhich would have defeated the security in effect.

5. The suggestion, as submitted, if adcpted, would
have cootributed to a saving of at least ten {10) man-
how's per month; GS Grades 9-12. It would not have lessened
the requirement for persounel or released personnel for
other duties. The morale vould have been bettered.

25X1A 6. The[ |Suggestion Awards Committee did mot '
recomsend the adoption of the suggestion aince it would
buve presanted & security prcblem.
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i ! stion vas not adopted as present.ed_.| |
fne I | recammended an alternate plan

“o1-T has eliminated the problem brought out in the suggestiom.
( Copy o reccemendation sttached; Exhibit D). |

|
[ Jacrepted tbe reccemendation and vork was completed 9 Jamuary 1957.

tion
8. Although the suggestion was not sdopted, the [ |Sugges
Avards Coamittee feels that a cash avard to the suggestors is
appr-priate lnassuch as the suggestioa &4 point out: (1) mb‘
unsatisfactory situstiom; (2) caused an extensive survey to :
made and (3) resulted in specific steps being taken to slimina
the problem. .

140 enclose the
9. Changing the perimeter fence at |
approach rosdvay fras & point Just below |service gate

®
has contributed to: . '

e. More efficient operation of the.
guard force.

b. Auviuotu-iniuotun(lo)-m-
hmrlpor-outhrorp.rommlin
Orades G8-9 and above.

c. Better morale among employees of
the Research and Development
Labaratory.

4. A most definite increase in security.

bits A-D

10. 1In view of the above and also sttachments, Exhi s
the[__ Buggestion Awards Committes recommends for epproval a cash
worard of $100.00 to be divided equally between the suggestors. It
was determined that the degree of intangible benefits falls within
the category "Moderute™” and extent of applicatica within the category
"LOC&I . (]

I |
Exscutive Secretary
Suggestion Mrards Committee| |

’
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. ‘ Exhibit A

Buggestion § 31 -W

S8ERVICE ENTRANCE GATE TO | |

The opening and closing of the above-mentioned gate 1s cne of the
duties of security men assigned to this task. The gsts is opened an'
average of one and ane-half times in an eight hour periocd according
%0 a two month survey carried on during March and April of this year.
The time spent to open and close the gate averaged 10 minuted per
time The Station Guard on duty informs the secretary in[ |, who
in turn notifies the individual on security each time the gate has
to bd opened. This means an interruption of his laboratory duties,
time tc get the key. walk tu the gate, open it, close it, return the
key to the safe from where it was obtained and go back to his duties.
The time an individual actually spends away from his duties {s
about. double the figures stated above. These men have base salaries
of $550C aver per anbum, or $2.64 per hour. This edded responsibility
means a wvaste of approximstely $86.68 per month.

The specifications and contracts. have up to change
the heating system and add air conditioding to by an "outside"
comwpany. This vark is slated to be started and finished during the
rext year. This will msean an addition of at least twvo, and probably
more, opsalngs and closings of the gate each day to admit workmen
and their trucks and supplies to the building. These adled
and closings will up the average to three plus each day, or a vaste
uf twice as much or more time than that amount stated sbove.

Our suggestion is to insta’l an electric motor driven gate wvhich
can be cperated from the office .f the secretary and/or from a
position just inside the service entrance of the building. The gate
is visible fram the windows of the above-mantioned office and will
entril little effort oo her part to operate the motor switch contraols.

The price of a gate of this type is unknown to us due to out
limited knowledge in this field. However, complete ipstsallation cost
should be considerably less than coe years waste of $330 as outlined
above. This gate will be more secure tban the padlock ncw in use for
the gate cannot be opened without operation of the motor.
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Ehibit B

25X1A

12 December 1956

MEMCORANDUM FOR: Becretary, Incentive Aaards Committes
SUBJECT : [~ Baployee Suggestion § 31 |

1. In May 1956, two Agency employees permsnently assigned
25X1A to the Office of Communications, Research and Develofment
Inbonto;'y/:l submitted a suggestion assigned No. 31-W. (Copy
sttached)’

2. The suggestion as presented will not be adopted, but
25X1A the | } have reccmmended an
alternate plan which would eliminate the problem brough out in
the suggestion. (Copy of Reccmmendstion Attached)

25X1A

- 25X1A 3. The [ |Incentive Mwards Cammittee feels that, altbough
the suggestion will not be adopted as presented, a ocash aard is
8till in order inasmuch as the suggestiom &id point out:

1) An unsatisfactory situatiom

2) Caused an extensive survey to be made

3) And will result in specific steps
being taken to alleviate the situation

L. Your views and recommendations nwmunu
appreciated. . - i '
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Exhihit {

25X1A  ymeomamx FoR: Iﬂebm.,., Incentive Awards té’mme,\ 2 Deceaber 195

. -

) B

FROM 3 aucr, Rcsm‘.h & Dcvclcm-ent hbont.ory

25X1A ~ o ;

1. The xeferenca l'uggelt‘an m luhitted 9 W‘19'56 in a.n
effort to relieve Laboratory peracanel of the responsibility for

ningandclosin&theloadingate ;t| | - 25X1A

. 2. The mury savings realized by adopting the rafezxonca
suggeetion are sacondary to the intangible benefits to be gained
by accepting the plan as stated. The most important of the in-
tangible benefits ip be considered is the elimination of work . .
atuppages of highly paid electromic engineers who must accept,

) gate duty as part of security officer duty. The Leboratory ie
heavily burdened with projectas with deadlines and any interrupti-;n
in the work &chedule is {intclerabla. The morale problem incur red
should not be ignored. Being assigned to gate duty, edpecially Ln ,
inclemert westher, is not canducive to high morale among employees
charged with the respanaibility of maintaining a rapid respume o
source for specia.lized eqiipmest.

g
73
%
s
-
4 5
§
o
£

»e

ST
3. A néw survey of the time expended by engineering perlonnel .
. on gate duty &urina August September, Octcber, November, and
December has been mede. Resulte of the survey indicate that the
mmber of times the suu;g is opened aad closed daily is increasing
and this increase is not qttr.lbuuhle to outside engineering firms
vorking in the building. Ap increase in Laboratory activity is

largely reapmaible .

Lok le for revfencing the gate u-ea| | have elim- = 25X1A
ifated the nécessity for havipg the loeding gate for | ' | - 25X1A
gprned or closed. Bo\mver the reference suggestion was effe:tive '
fomamg sttention gn a problem vhich has been solved with more
\i@eﬂts - erigins_u,( vilualizad. .

’ 25X1A
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Exhibit D

RECOMMENDATION
)

.

. ilt. ‘Lfmg_hau been recogaized that exiating procedures

r toatrol of the service gate &t "] are undesirabl
rmm the standpoint of both Security and perscnuel utilizatice :
::irrcwn, study of security controls st all :I&-tidm mvolh'-" :
‘: y,:\;t:m <)§ guard persconsl and entrance procedun:a’m g
“'u,;fm“ ~ m decision whith will alleviate tpe unsatisfactcry

The periirter fence| [will be changed to en~lose

-,’bfe '-spprcw:h roadvay frow & poiat Just delow ‘the
seivye gate. The guard house will be moved MLL_EW

¢hle anl wvher the change 1s completed, the gate will remain

dur}ng ammal working houre Direct éuntrui“ by the g:-trd mog::y
wi ; + be maintained. This gate will then be used for both vehicular
and pedestrian traffic and entrance ¥ill be permitted by the ‘ i
after appropriate check with Laboratory perscmnel. e

- ’ :
.
-
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